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1. Introduction
   The purpose of this report is to analyse some academic and employment skills, in my own way, as I realized as a student. I will analyse all these skills and how this knowledge has helped me to develop both as a student and as an employee. All these in the context where English is for me the second language.
   The problem of language for international students is very important. Probably, some of the students know English to a greater extent, suitable for the academic level, but it is always necessary to improve our listening, speaking, reading, writing or grammar, and then the problem arises about what we can do to improve all these skills.  There is a solution in this context and quite easy to apply: to spend as much time with native English speakers.
   This report will be about different types of skills, which we studied during this course, namely: time management skills, skills needed for employment, communication and specific and necessary skills for any student.

2. Time management
   What is time management and how does it help me in my daily life? Because here I learned that it is very important to know how to manage your time well, so that there is a balance between professional and personal life.
  Specifically, as far as I am concerned, I can speak of three aspects: student life, as an employee and family life. I recognize that sometimes it is very difficult to find a balance between them.
   Time management involves planning, responsibility and becomes an indispensable tool for as long as you act. I think I can improve my own time management as follows: through good planning; prioritizing actions; involvement of other persons to fulfil all tasks; efficient communication. By respecting the above and identifying what you will change your habits, routines and attitude, all of these can help you to better understand yourself, but also those around you.
   The key to success for a good time management is planning and then respecting the plan. I am the kind of person who generally says she doesn't have time or doesn't really plan everything. But at the same time, when I plan something, I am very conscious, and I respect the plan, especially if it involves other people. Asking other people and getting them involved in personal planning means a greater responsibility and ability to diplomatically manage any errors. In some situations, I have found that a good time management also implies a certain degree of tolerance. This does not mean giving in to the difficult situations but finding solutions to solve them. In such situations a good communication is required.
   As I said above, efficient time management, as far as I am concerned, has implications not only in my personal life but also in my activity as a student and professional. Since I am a student, things are more complicated, priorities have changed a little, free time is more valuable.




3. Employability

   Employability means an amount of skills and competencies that can allow people to become employed.
   “A set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.” (Yorke,2004)
   This course develops our skills that will be of significant importance for the workplace. But, it should be mentioned that every job is different, and the skills required for performance will be different.
   Finding good workers today and training them is a big problem for employers. Not always the skills required in the workplace and those possessed by applicants coincide, this becoming a real problem for human resources managers who need to hire competent employees. Employers seek to hire people who are prepared for the job, but they are usually willing in the event that they do not find these people trained, to provide the specific job training required for those who do not have such skills. Recruitment companies are looking for responsible workers, who can solve tasks and who have the social skills and attitudes to work with other workers.
   We can say that employment skills are all those basic skills needed to obtain, retain and perform the tasks in the workplace. These qualities and abilities allow the employees to work in the community, to make the best decisions, following the company policy.
   Personally, this course has helped me so far to improve my basic skills such as: reading, writing, listening, oral communication. I have improved my skills by being present in the classroom, always listening and taking notes. But it matters to study at home too. As I said at the beginning of this report, English is the second language for me, and my vocabulary is limited. For me it is very important to express myself, written and spoken, in a proper English. This is true both in the workplace and especially in the academic environment.
In addition to the above, this module brings to our attention many other skills and aptitudes to study and analyse, much needed in the workplace. We have learned and we will continue to study how to be a good leader, to be motivated in everything you do and to know how to motivate others; to have a clear and critical thinking when you have to make important decisions and to find the best and correct solutions when the situation demands it.
   I admit that all this is not achieved overnight, not even after one year at university. I believe that this knowledge will prove its benefits over time, after years of study and many years of practice in the field of work. People are different, situations differ from place to place, society is constantly evolving, and we must always adapt new challenges.In my opinion, this whole mix of skills and abilities has something in common,communication. To know how to communicate with people, regardless of their level of professional training, is essential for anyone who wants to evolve both professionally and personally. For me, the human side is very important, regardless of the environment in which we operate.
   At this moment for me it is a great achievement that I study at a university in England. I do not regret anything that I have been through so far, professionally speaking, but I am not completely satisfied and in order to improve, the only chance is to study. With small steps but sure, with confidence and will, I am sure that I will succeed.
4. Academic skills

   What is a skill? It is the ability to do something well.
   What skills are needed at the university? In the academic environment academic skills are needed,which are developed and use for study. The skills required for learning and academic study were not foreign to me. Some are native, but it is up to you as the person if you want to develop and improve them. This is possible only through study, both individually and especially in an organized framework such as the university one.
   As I said before, it is not easy for me to study in a foreign language. But I chose this course precisely because of what it offers, it helps me understand what the academic environment means and what academic language is appropriate here in England.
   Thus, in this module I studied how to write correct and proper English in an essay, a report, using rules specific to the academic environment. I found out that an essay or a report must be written using a neutral or formal vocabulary. The sentences can be simple and / or complex; for an idea to make sense and between the sentences certain words are used as a link. Knowing these small details, we find out how important the paragraph is in the making of an essay or a report.

4.1 Paragraph

   The paragraph is composed of several sentences about the same subject. In a paragraph we find one of the main ideas about the subject developed by the author. The sentences in a paragraph refer to the same topic. I reminded myself how to analyse a paragraph so that in the end I can remember what is essential about the subject.
   One thing to note, that we practiced in class, is that when writing a text, it is useful to use linkers. Therefore, linkers are a kind of indicator to help us track the ideas. Common linker examples: although/while, but/yet, however/nevertheless, in addition, since, thus, then, etc.
   I studied in this module how to intelligently use various references when writing a report, but without being accused of plagiarism. What this means? Copy a text, written by someone else, and assume it as if you wrote it, without specifying who the author is.In these conditions two methods help me a lot: paraphrasing and summarising.

4.2 Paraphrasing and Summarising

   Paraphrasing means changing the original formulation of a text so that it is completely different from the original form but having the same meaning. To paraphrase effectively and coherently means mastering a good academic ability, essential to avoid plagiarism and to prove that you understand what the source is saying.
   We learned to paraphrase using a few techniques that help us keep the idea but expressed differently from the original.
         a)  use of synonyms (ex: growth / rise, development / progress)
         b) changing the class of words (noun with verb or vice versa)
         c) changing the order of words
   I will exemplify the above with examples practiced in class:
‘Example:a) The growth of the car industry parallels the development of modern capitalism. 
      Paraphrase: The rise of the automobile industry matches the progress of contemporary capitalism.’
‘Example:b) In the 1920s Alfred Sloan’s management theories helped General Motors become the world’s dominant car company. 
Paraphrase: In the 1920s, with the help from the managerial theories of Alfred Sloan, General Motors dominated the world’s car companies.’
‘Example:c) the best explanation for the British location of the industrial revolution is found by studying demand factors. 
Paraphrase: A focus on demand may help explain the UK origin of the industrial revolution’ (exercises from the 'paraphrasing' chapter, the 'academic and employability skills' module)

4.3 Summarising

   In addition to paraphrasing, to avoid unfair practice in writing a report, we studied another method, extremely efficient, namely the summary. It is a method used in schools in many European countries and beyond.
   The summary is a brief, clear presentation of the main idea of a paragraph or text. When we make a summary, we keep the original idea of the author but express it in our own words.
   And in this chapter I learned and applied to the exercises in class the techniques necessary to obtain a summary. First of all, I have to discover the main ideas from the work that interests me. Naturally, they must be written in a logical order, so that they are then linked in a way that gives meaning to the work.
   The difference between paraphrasing and summarizing is that: in summary we reduce the text to an appropriate length without losing meaning, while paraphrasing we restore the essential information but with our words.

5. About references

   After completing this first period of the course, I learned how to write a report and what sections should contain in order to make sense of all the content. In short, a report should have the following in most cases: introduction, background, findings, conclusion and references.
   It is important that the report contains information about my sources of inspiration. All those information that I used in making the report, but whose ideas do not belong to me. I just transposed them in my work in a personal way.
   It is necessary and right to mention them as references and not in any way, in the Harvard style, which I studied and put into practice through exercises at class hours. The Harvard textbook was a real help to me in this endeavour.





6. Conclusion
   To conclude this report, I can say that studying this course of academic skills, and not only, has helped me a lot to discover what is necessary and appropriate to the English academic environment. I still have a lot to learn, but this course taught me how to write an essay or report in an academic style.
   I understood how to make a report without being accused of plagiarism and everything I wrote to be the result of my work of searching, analysing, thinking, understanding, all transposed in a personal way in this project.
   ‘Being an international student is perhaps one of the most challenging things that you will do. It is a huge challenge on so many levels – emotionally, practically, educationally and physically.However,although being an international student in an unfamiliar country can be challenging, it can also be an immensely rewarding experience, and something that many UK students might not have done.’(Morgan,2017)
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers fous
years to limit abusive practices.
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Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by ieading vourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have ali these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you. o
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Ex.2

Re-read the text ‘To be a great leader, you need to start by le
Summarise main ideas from the text in your own words
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